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MEMORANDUM FOR: Executive Assistant to the DCI

FROM: John F. Blake
Deputy Director for Administration

SUBJECT: Travel Funds

The following is in response to the Director's question as to how
travel funds are utilized:

Travel funds are utilized in accordance with Agency
regulations which follow government wide Federal Travel Reg-
ulations for civilian travel exclusively within the Continental
United States and, with few exceptions, Foreign Service Travel
Regulations for all other civilian travel. Travel of military
personnel assigned to the Agency is governed by the Joint Travel
Regulations. Travel authorizing officials are reminded periodically
of the importance of restricting all travel to the minimum necessary
to satisfy official requirements. The last such Agency wide
reminder is appended as Tab A.

a. How much is appropriated to each Directorate?

Funds are allotted to the Directorates in general
conformance with their budgets as modified by Congres-
sional direction. These allotments cover all costs of
the Directorate of which travel is only one element.

In practice, the amounts available for travel are based
upon the travel element of the prior budget estimates.
Comparative data as of 30 April 1977 of actual travel
obligations for fiscal year 1976 and estimated travel
obligations for fiscal year 1977 (break down by purpose
of travel is appended as Tab B) are as follows:
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b. Who authorizes travel?

Travel from Headquarters is authorized by the Deputy
Directors, Heads of Independent Offices and their
designees and in the field by Chief of Installations
and their designees. Designees are normally limited

to cognizant senior administrative or Program officers
within the component elements of the Directorate or the
field installation. _

c. Who audits travel?

Travel vouchers are audited by Agency finance officers
subject to final review and certification by finance
certifying officers specifically designated by the
Director of Finance. Travel vouchers are also subject
to independent post audit by the Inspector General's
Audit Staff.

d- How are travel funds handled at the field station?

Travel funds are handled at field stations essentially
the same as at Headquarters. Suballotments of funds

to field stations for their costs include provision

for travel based on Previous budget estimates. Travel
must be authorized or approved by the Chief of the
Installation or his designee. Travel vouchers are
audited and certified by finance officers at the Station
or at Headquarters depending on the size of the station,
Vouchers for field travel are also subject to independent
post audit by the Audit Staff.

/s/ WMichael J. Malanick
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Executive Rraistry

FROM: EA/DCI 77‘7&29*;
SUBJECT: Travel Funds ‘

REMARKS:

The Director would like to know how
travel funds are utilized.
a) How much is appropriated to
each Directorate
b) Who authorizes travel
¢) Who audits travel
d) How are travel funds

handled at the field stations.
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